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MEMORANDUM FOR: Executive Secretary, 1raining Selection Board

SUBJECT : Reservation of Spaces in Executive Seminar 3
Centers for 1970 - 71 !

REFERENCE : Memo for STO's for all Directorates frm Ex Secy/
TSB, dtd 12 Mar 70, same subj

As requested in referenced memorandum, the attached Agency
Request for Space Reservations indicates the spaces the Support
Directorate would like to reserve in the Kings Point Executive Seminar

Center for 1970 - 1971.

/3

25X1

Senior Training Officer
Deputy Director for Support

Att

ODDS/ND:sm (14 Apr 70) |
Distribution:
Orig & 1 - Adse w/att
I~ DD/S Subject
1 - DD/S Chrono
1- STO/DDS
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MEMORANDUM FOR: Deputy Director for Support
SUBJECT : Psychological Services Staff Review
of Supervision Course
REFERENCE : DTR Memorandum to DDS, Subject:

"Training for Supervisors', dtd.
13 December 1969

1. The attached memorandum reports the reactions of
25X1 Dr. |:| Psychological Services Staff/OMS, to the Supervision
Course which he attended recently. His attendance was in response
to the request mentioned in paragraph 3 of Reference from Chief,
Support School to Chief, Psychological Services Staff.

2. You will note Dr. I:lrecormnends that the 25X1

Supervision and Management Courses be given wider publicity.
For your information, I have already taken steps to accomplish
this for all OTR courses by instructing my staff to develop a
more complete and descriptive Catalog of Courses. We are
well along in this project and we hope to issue the Catalog early
in the next fiscal year., This new catalog will be given much
wider distribution than heretofore and I plan to bring it to the
attention of all employees through means of an Agency-wide

notice.
25X1
HUGH T. CUNNINGHAM
Director of Training
Attachment:
! As stated
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26 March 1970

MEMORANDUM FOR: Chief/Support School

SUBJECT ; : Impressions of Supervision Course

1. This memorandum contains my reactions to the Super-
vision Course which I recently attended (2-6 March 1970).
Tn addition, it contains observations gained from analyzing
student critiques produced at the completion of the Course.
Finally, tentative comparisons are made between the Super-
vision Course and similar courses elsewhere in Government.

2. My overall impression of this course was clearly
favorable. In one week, the students in this course were
exposed to a wide variety of the problems (and challenges)
associated with supervising others. While the course did
not provide "pat answers" to the problems that a supervisor
faces, it did attempt to get the students thinking about many
of the complexities involved in managing others. :

3. One of the highlights of this course was the
extensive use of the "team approach". The class was divided
into four teams, and each team was expected to come up with
a joint "product" for each of seven exercises dealing with
. various aspects of supervision. This team approach appeared
to be guite effective in that it (1) actively involved the
students; (2) provided the opportunity for students to
interact with and learn from each other; and (3) gave the
students a feel for the complexities involved in group
processes. '

4. One stated objective of this course was to focus
on real problems that the students, as supervisors, had
- actually faced or might face in the future. I believe that
this objective was met guite well, in spite of the fact that
approximately half of the class did not have supervisory
responsibilities at the time the course was given. The team
exercises were a main vehicle for focusing upon real problems;
my impression was that they were quite successful in this
regard. - :
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SUBJECT: Impressions of Supervision Course

5. A wide variety of topics were presented to the
class in the form of "lecturettes". Generally, these short
lectures were well done; a good deal of relevant material
was presented in a relatively short time. (One or two of
these lecturettes might be changed a bit -- suggestions to
this effect will be conveyed ta the instructors.) The
lectures were tied in nicely with other classroom activities,

such as team exercises, class discussions, films, and read-
ings. :

6. The required (and supplemental) readings were
excellent. Van Dersal's The Successful Supervisor in Govern-
ment and Business conveys a great many useful management
concepts clearly and concisely. Approximately half the book
was assigned as required pre-reading; in my opinion, this
practice should continue. The readings in the individual
student notebooks seemed appropriate; all were relevant to
the course, and some were excellent examples of important
theoretical contributions in the area of management.

7.  Eight films were shown during the week. None of
these films was inappropriate for the course; several were
excellent. All were integrated nicely into the overall
course context via either class discussion or team exercises.
These films were clearly useful adjuncts to the course.

8. 1In sum, I believe this course does a fine job of
exposing its students to a broad range of highly relevant
materials, concepts, attitudes, and problems related to
supervising others. The students' own critiques of the
course support this conclusion; 72% of the students reported
that the course was either "quite applicable", "almost
fully applicable", or "fully applicable" in terms of  the
requirements of their jobs. The class sessions devoted to
communication, problem solving, motivation, perception,
supervisory responsibilities, and delegating work were
singled out by many as being of particular value.

9. Direct comparisons with similar programs elsewhere
in Government are difficult to make without actually monitoring
these other courses. Nevertheless, the limited information
that we have obtained about the topics covered in similar
courses elsewhere (e.g., Department of Transportation, Post
Office Department, Department of Agriculture, and Defense
Department) suggests that our Supervigion Course measures
up well. For instance, most of the topic areas covered by
the Department of Agriculture "Management Development Course"

[
AN,
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SUBJECT: Impressions of Supervision Course

are covered in the Supervision Course. BAlthough Agriculture's
course appears to go into considerably greater depth on some
topics (e.g., organizational structure) the Supervision

Course seems to deal with certain other topics (e.g.,
communication, problem solving) in greater depth than does
Agriculture. Furthermore, Agriculture's course is twice

as long as the Supervision Course.

10. Comparisons between the Supervision Course and
similar courses in industry cannot be made because of the
limited information we were able to obtain on what industry
is doing in this area. There is evidence that industry is
increasingly sending its people to schools of business
administration for management-related courses. These courses
undoubtedly vary, depending upon the school and the industries
involved. :

11. Certain recommendations of a technical nature will
be conveyed to the instructors of the Supervision Course;
these recommendations are minor. My main recommendation
is that the existence of this course be publicized much
more widely -- recently I have been made aware that some
of the highest officials in the Agency do not know that
this course (or the Management Course) exists. If some
procedure could be adopted assuring that people about to
become supervisors are made aware of this course and encouraged
to take it, I believe we would have taken a significant step
toward improving the overall quality of supervision within
the Agency. :

Acting Chief, Research Branch
Psychological Services staff
Office of Medical Services

- - o ‘E.‘v”m ‘“M et o
Approved For Release ZQQOHEEI&J -&ﬂé\}i&)h’é 2




:;“‘ . W @"‘ AFR 19,0
- . v Approved For Release 2003/05/05 : C|A RDP84-00780R003700160041-2

WLW WQM‘ 2 Q

Supervision (1 week - all day)

For employees in grades GS-5 through GS-10 who
have supervisory responsibilities.

Explores current thinking on the role of the
supervisor in terms of personal behavior, respon-
sibility for subordinates, and organizational and
individual needs., Proyides materials and a
setting experiencing and examining interteam and
intrateam skills and activities.

Given at Magazine Building.

No other prerequisites,
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DD/S 69-5666

18 UEC 1969

MEMORANDUM FOR: Executive Director -Comptroller

Colonel White:

Asg Hugh Cunningham 's attached report indicates,
the MAG comments that we do not have a training program to prepare an
officer to become a supervisor are correct. Our approach has been to
concentrate on individuals who have supervisory responsibilities rather
than on those who may become supervisers and our current courses on
Superviston (for GS-10's) and the Management courses (for GS-11-14s)
are designed towerd that end,

Mr, Cunningbam's proposed course of action for
the Dr[  burvey will, Ithink, help improve the effectiveness of
these courses and continuation of the Managerial Grid, the Advanced
Mansgement Seminar (Planning) and the Senior Management Seminar (Plinning)
will help in the development of the managerial skills of both our junior and
senlor officers,

To get an even further definitive line on what addi-
tional approaches might be helpful I would like, if you agree, to ask
Mr. Cunningham to meet with the MAG at an early date to discuss with
them more fully the "specific areas of supervisory responsibility” to
which they believe more training courses and/or seminars should be
addressed,

SIGNED R. 1. Basnerman

R. L, Bannerman

Memo dtd 15 Dec 69 to DD/S fr DTR : Distribution:
Subj: Training for Supervigors
1 - ER

- DD/S Subject w/cc of att

1 - DD/S Chrono wo/att
1 - SOS/DDS Chrono "

SOS/DDS/ msb (18 Dec 69) STAT
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MEMORANDUM FOR: Deputy Director for Support

SUBJECT : Training for Supervisors

1. This memorandum is written in response to Colonel
White's note of 28 October in which he refers to a discussion
he had with the Management Advisory Group (MAG) on the topic
of training supervisors in personnel management. During this
particular discussion members of the MAG expressed the feeling
", .. that no adequate program exists to prepare an officer to be
& supervisor; that, when a person becomes a supervisor and
periodically thereafter, he should be given a course specifically
teilored to his new duties; and that other frequent courses or

seminars should be established re specific areas of a supervizor's

responsibilities, "

2. MAG members are correct in stating that we do not
have a training program to prepare an officer to become a2 super-
visor., Our experience has been, and this is wideiy accepted
doctrine in the field of Education, that individuals are most re-
ceptive to learning when the subject matter pertains directly
to the requirements of their immediate job. Thus we feel that
it is more appropriate to concentrate on individuals who have
supervisory responsibilities rather than on those who may become
supervisors. At preaent we have two courses designed for this

TR 1
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purpose -- the Supervision course and the Management course.
The Supervision course is offered six (6) times per year for
employees in grades GS-05 - 10, The Management course is
for (G8-11 - 148 and is offered five (5) times per year. 3Since
January 1965 a total of 637 employees have taken Supervision
and 867 have taken Management,

3. The members of Support School’'s Management Faculty
strive continually to keep themselves informed of trends and
innovationa in the fields of Management and Supervision. They
algo make it a practice to review recent publications and training
films which may be used to increase the effectiveneas of the
curriculum. A majority of the critiques submitted by individuals
who have taken the Supervision and Management courses reflect
that the courses are beneficial and that many of the principles
learned are applicable to thair work., We recognire, nowever,
that there may be ways to further increase the effectiveness of
both courses. Witk this in mind, on 10 December Chief, Support
School met with Chief, Paychological Services Staff/OMS to dis-
cuss the feasibility of reviewing the present Supervision coutse
in order to determine the extent to which desired ocbjectives are
bheing met and whether other technigques could be used to improve
the course. C/PSS agrees this would be feasible and has requested
Dr. | lto undertake a broad-based evaluation of our
introductory-level efforts in the training of eupervisors in person-
nel management.

4. Dr.[__ |hae indicated hLis willingness to conduct this
review and he plans to proceed along the following lines:

"“This evaluation will focus on the Supervision
course. The two-fold aim of the proposad evalua-
tion will be &) to assess whether the present training
results in behavior which furthers the achievement
of organization goals through effective managemaent
of human regources and b) to examine various
poseible means or techniques of training in use else-
where to determine if any one or combination of them
might be introduced to enhance the achievement of
our desired rasults,

"The exsct methodology and tactics to be followed
in the evaluation remain to be determined but will
probably include, while not being limited to, such
activitiea as:

-2 -
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a) aspigning a research psychologist as an
cheerver to the SBupervision course with
the intent of his analyzing the interrelation-
ships among couree objectives, content,
format, and resultants;

b) conducting interviews with a representative
sampling of line supervisors to obtain their
views on the appropriateness of course ob-
Jectives and their recommendations regarding
course emphases;

¢} analyzing student critiques produced at the
completion of the course;

d) designing and analyzing feedback question-
naires on the utility of the training to be
administered to trainees and their bosses
at some later date;

e) statistically and content analyze materials
generated by individual trainees and teams
in light of stated course objectives and
advocated management values;

f) become familiar with some of the introductory
supervisory training efforts (and their reported
efficaciousness) in other government agencies
and industry to determine if any of their major
themes are not being explored in this Agency;

g) make available to the Management Training
Faculty a pesychological consultant for their
use as required,

5. Dr.[___ |anticipates that he will begin his evaluation
with the Supervislon courge scheduled for the period 19 - 23 January
1970. We are looking forward to the results of this study and are
hopeful that the findings will enable us to increase the effective-
ness of this course in turning out ''better bosses. !

-3 .
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6. With reference to the MAG's recommendation that
", . .frequent courses or seminars should be established on
specific areas of a supervisor's responsibility, ' I believe that
we are already doing this through the Managerial Grid course,
the Senior Management Seminar (Planning) [SMS(P)], and the
Advanced Management Seminar (Planning) [AM(P)].

7. As you know, the Grid is concerned with classifying
leadership and various managerial styles. This course was
given a total of nine (9) times in 1969 (This includes the four (4)
MEDCs. ). Since 1964 over twelve hundred (1200) Agency
employees have taken the Grid.

8. The SMS(P) and AM(P) are designed to provide indi-
viduals in grade GS-13 and higher an understanding of systematic
planning and problem solving techniques, The AM(P) for G8-13/148
was given seven (7) times in 1969 and SMS(P) was given twice for
individualas in grade (G8-15 and higher. Since 1967 448 employees
have taken AM({¥P) and 111 the SMB(P).

25X1I

GH T. CUNNINGH
Director of Training

-4 -
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MEMORANDUM FOR: Executive Director -Comptroller

Colonel White:

As Hugh Cunningham's attached report indicates,
the MAG comments that we do not have a training program to prepare an
officer to become a supervisor are correct, Our approach has been to
concentrate on individuals who have supervisory responsibilities rather
than on those who may become supervisors and our current courses on
Supervision (for GS-10's) and the Management courses (for GS-11-14"s)
are designed toward that end.

Mzr, Cunningham's proposed course of action for
25X1 the Dr .:lsurvey will, I think, help improve the effectiveness of
these courses and continuation of the Managerial Grid, the Advanced
Management Seminar (Planning) and the Senior Management Seminar (Planning)
will help in the development of the managerial skills of both our junior and
senior officers,

To get an even further definitive line on what addi-
tional approaches might be helpful I would like, if you agree, to ask
Mr. Cunningham to meet with the MAG at an early date to discuss with
them more fully the "specific areas of supervisory responsibility” to
which they believe more training courses and/or seminars should be
addressed,

25X1

Att,
Memo dtd 15 Dec 69 to DD/S fr DTR
Subj: Training for Supervisors

f. S
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L5 DEC 180

MEMORANDUM FOR: Deputy Director for Support

SUBJECT : Training for Supervisors

1. This memorandum is written in response to Colonel
White's note of 28 October in which he refers to a discussion
he had with the Management Advisory Group (MAG) on the topic
of training supervisors in personnel management. During this
particular discussion members of the MAG expressed the feeling
", ..that no adequate program exists to prepare an officer to be
a supervisor; that, when a person becomes a supervisor and
periodically thereafter, he should be given a course specifically
tailored to his new duties; and that other frequent courses or
seminars should be established re specific areas of a supervisor's
responsibilities, "

2. MAG members are correct in stating that we do not
have a training program to prepare an officer to become a super-
vigsor, Qur experience has been, and this is widely accepted
doctrine in the field of Education, that individuals are most re-
ceptive to learning when the subject matter pertains directly
to the requirements of their immediate job. Thus we feel that
it is more appropriate to concentrate on individuals who have
supervisory responsibilities rather than on those who may become
supervisors. At present we have two courses designed for this

iy, an?our: :utomatlc
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purpose -- the Supervision course and the Management course.
The Supervision course is offered six (6) times per year for
employees in grades GS-05 - 10. The Management course is
for GS-11 - 14s and is offered five (5) times per year. Since
January 1965 a total of 637 employees have taken Supervision
and 867 have taken Management.

3. The members of Support School's Management Faculty
strive continually to keep themselves informed of trends and
innovations in the fields of Management and Supervision. They
also make it a practice to review recent publications and training
films which may be used to increase the effectiveness of the
curriculum. A majority of the critiques submitted by individuals
who have taken the Supervision and Management courses reflect
that the courses are beneficial and that many of the principles
learned are applicable to their work., We recognize, however,
that there may be ways to further increase the effectiveness of
both courses. With this in mind, on 10 December Chief, Support
School met with Chief, Psychological Services Staff/OMS to dis-
cuss the feasibility of reviewing the present Supervision course
in order to determine the extent to which desired objectives are
being met and whether other techniques could be used to improve
the course. C/PSS agrees this would be feasible and has requested

25X1 Dr.| |to undertake a broad-based evaluation of our
introductory-level efforts in the training of supervisors in person-
nel management.

25X1 4. Dr. [ |has indicated his willingness to conduct this
- review and he plans to proceed along the following lines:

"This evaluation will focus on the Supervision
course. The two-fold aim of the proposed evalua-
tion will be a) to assess whether the present training
results in behavior which furthers the achievement
of organization goals through effective management
of human resources and b) to examine various
possible means or techniques of training in use else-
where to determine if any one or combination of them
might be introduced to enhance the achievement of
our desired results.

"The exact methodology and tactics to be followed
in the evaluation remain to be determined but will
probably include, while not being limited to, such
activities as:

-2 -
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a) assigning a research psychologist as an
observer to the Supervision course with
the intent of his analyzing the interrelation-
ships among course objectives, content,
format, and resultants;

b) conducting interviews with a representative
sampling of line supervisors to obtain their
views on the appropriateness of course ob-
jectives and their recommendations regarding
course emphases;

c) analyzing student critiques produced at the
completion of the course;

d) designing and analyzing feedback question-
naires on the utility of the training to be
administered to trainees and their bosses
at some later date;

e) statistically and content analyze materials
generated by individual trainees and teams
in light of stated course objectives and
advocated management values;

f) become familiar with some of the introductory
supervisory training efforts (and their reported
efficaciousness) in other government agencies
and industry to determine if any of their major
themes are not being explored in this Agency;

g) make available to the Management Training
Faculty a psychological consultant for their
use as required, "

25X1 5. Dr. I:lanticipa,tes that he will begin his evaluation
with the Supervision course scheduled for the period 19 - 23 January
1970. We are looking forward to the results of this study and are
hopeful that the findings will enable us to increase the effective-
ness of this course in turning out '"better bosses."

-3 -
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6. With reference to the MAG's recommendation that
", ..frequent courses or geminars should be established on
specific areas of a supervisor's responsibility, !' I believe that
we are already doing this through the Managerial Grid course,
the Senior Management Seminar (Planning) [SMS(P)], and the
Advanced Management Seminar (Planning) [AM(P)].

7. As you know, the Grid is concerned with classifying
leadership and various managerial styles. This course was
given a total of nine (9) times in 1969 (This includes the four (4)
MEDCs. ). Since 1964 over twelve hundred (1200) Agency
employees have taken the Grid,

8. The SMS(P) and AM(P) are designed to provide indi-
viduals in grade GS-13 and higher an understanding of systematic
planning and problem solving techniques. The AM(P) for GS-13/14s
was given seven (7) times in 1969 and SMS(P) was given twice for
individuals in grade GS-15 and higher. Since 1967 448 employees
have taken AM(P) and 111 the SMS(P).

25X1

HUGH T. CONNINGHAM

Director of Training
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ACTION DIRECT REPLY PREPARE REPLY
APPROVAL DISPATCH RECOMMENDATION
COMMENT FILE RETURN
CONCURRENCE INFORMATION SIGNATURE
Remarks:

Attached is the correspondence from
the Director of Training and the DDS con-
cerning MAG!'s interest in training for
supervisors. Copies have gone to MAG,
and I have notified Hugh Cunningham that
he can expect to hear from MAG in the near
future about a meeting. We are to be given
the date of the meeting when it has been
scheduled, and will notify you as soon as

we have it. »
> cwk

FOLD HERE TO RETURN TO SENDER

___I_EBQ-M'—MA-M-LA'DDRESS AND PHONE NO.

ro‘l_lz;m. 237 Use previous editions
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ACTION DIRECT REPLY PREPARE REPLY
APPROVAL DISPATCH RECOMMENDATION
COMMENT FILE RETURN
CONCURRENCE INFORMATION SIGNATURE
Remarks:
Bob:

I agree with your suggestion that
Hugh Cunningham meet with MAG to

discuss training for '"'specific
supervisory responsibility, "

areas of
It might

prove useful to have the discussion
include consideration of the timing of

training in relation to when a

person

becomes a supervisor,

LKW

FOLD HERE TO RETURN TO SENDER

FROM: NAME, ADDRESS AND PHONE NO.

DATE

"u'_"u"' 237 Use previous editions
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